
How to UPDATE your  HVAC or ELECTRIC 
METRO license

Use “amend license” when you need to update your liability 
insurance, state license expiration date, change company 

address/phone, etc.

Step 1 : sign in



CLICK “LICENSE” TAB



PAGE OPENS TO YOUR LICENSE 
RECORDS

Click “AMEND LICENSE” AT RIGHT OF 
THE LICENSE YOU WISH TO AMEND

PAGE OPENS TO YOUR LICENSE 
RECORDS

Click “AMEND LICENSE” AT RIGHT OF 
THE LICENSE YOU WISH TO AMEND



CLICK THIS “BOX” TO UPDATE YOUR  
STATE LICENSE INFO

THEN CLICK “CONTINUE”

CLICK THIS “BOX” TO UPDATE YOUR  
STATE LICENSE INFO

THEN CLICK “CONTINUE”



NEW WINDOW OPENS

CLICK “ADD A ROW”



NEW WINDOW OPENS

UPDATE INFORMATION THEN

CLICK “SUBMIT”



PRIOR PAGE RETURNS

ADD MORE UPDATES AS NEEDED -
THEN

CLICK “CONTINUE”



NEW WINDOW OPENS 

CLICK “ADD” TO UPLOAD YOUR 
NEW STATE ISSUED CARD



NEW WINDOW OPENS 

Click “ADD”



NEW WINDO OPENS 

SELECT DESIRED FILE TO UPLOAD

Click “OPEN” 

NEW WINDOW OPENS 

SELECT DESIRED FILE TO UPLOAD

THEN Click “OPEN” 



WINDO RETUENS – INDICATING 
UPLOAD IS COMPLETE

Click “CONTINUE”

WINDOW RETURNS – INDICATING 
UPLOAD IS COMPLETE

Click “CONTINUE”



WINDOW RETURNS

Click “TYPE” AND SELECT “BOND”

ADD “NEW STATE CARD” IN DESCRIPTION

THEN CLICK “SAVE”



WINDOW RETURNS AND INDICATES 
ATTACHEMENT HAS UPLOADED

Click “CONTINUE”

WINDOW RETURNS AND INDICATES 
ATTACHEMENT HAS UPLOADED

Click “CONTINUE”



WINDOW RETURNS  
Click “CONTINUE”



WINDOW OPENS AND INDICATES 
AMENDMENT IS SUCCESSFUL

AMENDMENT # PROVIDED

EMAIL AMENDMENT # TO 
CONSTRUCTIONREVCS@LOUISVILLEKY.GOV 

REQUESTING TO REVIEW SUBMITTED 
AMENDMENT

CLICK LICENSES 
TO RETURN TO LICENSE RECORDS



Thank you for your time.

Please email ConstructionRevCS@louisvilleky.gov for any 
assistance or additional step-by-step training guides.

mailto:ConstructionRevCS@louisvilleky.gov

